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To ensure the safety of visitors, judges, employees, and the general public who visit 
the District Court. Also performing duties that include preparing courtrooms for 
sessions, maintaining order in the courtroom, and operating the courthouse metal 
detector.

EXPERIENCE

Bailif
ABC Corporation - MAY 2000 – SEPTEMBER 2002

 Responsible for typing Court orders, scheduling court hearings and 
efficiently managing the Courts calendar.

 Checked the Jail booking report and the Juvenile Detention List for 
inmates and detained youth who needed to be brought to Court for 
any hearings.

 Worked with all the attorneys who practiced in Juvenile Court in 
scheduling hearings and helping accommodate the transportation of 
their clients from incarceration to Court.

 Worked closely with caseworkers and other Court personnel.
 Managed many reports, filed, and recorded for the Judge.
 Kept the Court calendar and files organized so the Judge would have 

everything available to him on the bench and in his office.
 Responsible for organizing a relocation of the office when the building

was remodeled.

Bailif 
Delta Corporation - 2005 – 2008

 Maintained order in the courtroom during court proceedings.
 Selected members for jury duty and assisted jury during court 

proceedings.
 Preformed court security Transferred criminals to and from holding 

cells for hearings and trials.
 Maintained the safety of judges/magistrates and the public.
 Worked with Judges, Police, and other court officials to process 

defendants quickly and efficiently through the court.
 Handled various legal documents and kept court reporting records.
 Interviewed new arrestees being brought into custody and interpreted

data from them.

EDUCATION

 Associate in Legal Assistant - 1978(Lincoln School of Commerce - 

© This Free Resume Template is the copyright of Qwikresume.com. Usage Guidelines

https://qwikresume.com/resume-samples/
https://qwikresume.com/free-resume-template-usage-guidelines/


Lincoln, NE)

SKILLS

Microsoft Office, Microsoft Word, Microsoft Excel.
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